ARMED SERVICES TECHNICAL 


INFORMATION AGENCY 


I. Introduction 


One of the many and varied responsibilities 
of the Air Research and Development Command, 
United States Air Force, is that of providing 
technical information and related services re- 
quired by Department of Defense activities. 
These functions are specifically performed by 
ARDC’s smallest, yet its only tri-service 
agency— The Armed Services Technical In- 
formation Agency. 


Abbreviations: 
AD ASTIA Document 
ASTIA Armed Services Technical 


Information Agency 


ATI Air Technical Index ~ Card 
files of a predecessor or- 
ganization to ASTIA 


DC/sO Deputy Commander for Sup- 
port Operations, Air Re- 
search and Development 
Command 

Distribution An arbitrary breakdown of 

Guide science and technology by 
subject divisions and sec- 
tions 

DOD Department of Defense 

FOIR Field-of-Interest Register 


-— Form charting divisions 
and sections of the technical 
fields of interest into which 
documents cataloged by AS- 
TIA are divided. Form is 
completed by user to show 
subject fields covered by 
each contract. 


Micro-bibli- 
ography 


Microfilmed bibliography on 
3 x 5” card 


WILLIAM A. BARDEN* 


Micro-Card Microfilmed document (60 


pages) on 3 x 5" card 
R&D 


SR Security Register — Accom- 
plished by contractor and 
military security official to 
certify that contractor and 
his representatives have 
security clearances which 
authorize them to receive 
requested documents. 


Research and Development 


TAB Title Announcement Bulletin 
— Announcement medium of 
documents currently proc- 


essed by ASTIA. 


TIP Technical Information Pilot 
—Card files of a predeces- 
sor organization to ASTIA. 


During the week of 26 July 1954 a “Manpower 
and Management Survey” of the Armed Services 
Technical Information Agency was conducted by 
a team from the Directorate of Manpower and 
Organization, DC/SO, Air Research and Devel- 
opment Command. I should like to quote from 
the report of this team: 


“ASTIA provides a service to the De- 
partment of Defense and its contrac- 
tors which is beneficial to the Govern- 
ment in the savings of time and money, 
and which could be improved to be of 
greater benefit. One of the greatest 
problems lies in the basic philosophy 
of this organization. Security interests 
direct minimum dissemination of clas- 
sified information. Scientific interests 
direct widest possible dissemination of 
all available information. The maxi- 
mum benefit is obtained with the widest 


*Chief, Operations Division. Armed Services Technical Information Agency. Air Research and Development Com- 


mand. United States Air Force. 
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distribution. Maximizing the distribu- 
tion makes the feed-back in the R & D 
cycle most valuable. ASTIA’s purpose 
is gathering data, storing, and then 
distributing it to those who need it, 
creating divergent interests within the 
framework of the operation.” 


This statement neatly points up the con- 
flict of ideas which necessitates all the involved 
procedures currently ineffect within ASTIA and 
delineates the mission of ASTIA in very con- 
cise terminology. 


have to discard some 10,000 to 15,000 items 
annually. The destruction is in accordance with 
applicable security regulations. 

Reports which pass the screening and se- 
lection process always fallinto one of two cate- 
gories, as follows: (1) reports that have al- 
ready been cataloged by ASTIA, and (2) reports 
which have not been previously cataloged by 
ASTIA, Reports in the first category are 
identified, the appropriate numbers are stamped 
on the copies, and they are sent to document 
storage for use in filling requests. Those 


CONTROL OF DISTRIBUTION 


ASTIA Distribution Guide 
DIVISION 


SECTION 
HAGERSTOWN MD 

comme means ‘‘and’’ 
dash means '‘through’’ 


RESPONSIBLE 
RECIPIENT 


FAIRCHILD AIRCRAFT DIV 


QUANTITY 


SECURITY 
CLEARANCE 


TYPE OF USER 


ATT S ROLFE GREGORY ENGR LIB 


SPONSOR 


IDENTIFICATION 


SPONSORS USERS 
A - Army M = Military 
N - Navy I = Indusery 
F - Air Force G = Government (Non-Military) 
G = Government (Non-Military) E + Education and Research 
C + Special ASTIA Clearance 
Figure 1 


Il Explanation of Procedures 


A. The reports that ASTIA receives must 
be screened for two reasons, first to select 
only those reports that are pertinent to the 
Research and Development effort, and second 
to prevent TOP Secret and RESTRICTED DATA 
information from getting into the collection, Of 
course, in the matter of screening there is the 
element of “valueless material” which is a con- 
cept as new as documentation. Because of a 
clear-cut mission that defines the kinds of re- 
ports ASTIA will include in its collection we 


which have not been previously cataloged are 
entered into the system. 

This consist of assigning an AD number to 
each new title, entering descriptive information 
on a card bearing that number, and filing the 
card by source. As the new title becomes a 
part of the ASTIA collection a series of con- 
trols is established. A processing form is at- 
tached to the identified report and both are for- 
warded to the next operation; here broad scien- 
tific subject category (division) and more sep- 
cific subject category (section) assignments are 
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determined, special distribution limitations are 
noted (if applicable), and an indication is made 
as to the issue of the Title Announcement Bul- 
letin in which the report will be listed if it is to 
be announced. If the report is to be processed 
in micro-card form this information also is 
noted. This operation is performed by person-~ 
nel well versed in broad documentation phases 
of scientific and engineering subjects and in 
the application of the principle of “need-to- 
know” in the release of classified information. 


should be held to an absolute minimum. In 
those exceptional cases where special limita- 
tions are imposed, it should be clearly stated 
on the cover of each copy of the report, and the 
decision to apply special limitations should be 
based on full consideration of the stringent re- 
quirements under which ASTIA releases in- 
formation in its custody. 

In setting up the information for listing of 
reports in the Title Announcement Bulletin, 
security considerations constitute an important 


ASTIA MILITARY ORDER FORM 


Page = of Pages 


Ship To; 
Your Order Or 
Reference No: 


T hereby certify that the ASTIA services requested herein are 


Please Enter Exact Address As You Date 
Are Established by ASTIA Ordered: 


(FOR MILITARY USE ONLY) 


THIS BLOCK 
FOR THE USE OF DSC ONLY 


DSC Order No,: 


needed inconnection with official functions of this organk 


zation, 


FOR THE COMMANDER: 


Signed 


List Author, Title, Originating Agency, Report No, , etc, 
ALWAYS FURNISH CATALOG NO, when known, 


Submit in quadruplicate to ASTIA, Document Service Center, Knott Bldg., Dayton 8, Okie 


Figure 2a 


It is important to note that the reason for 
assigning subject categories is to provide a 
basis for release of classified information only 
to requesters who have an authentic “need-to- 
know” as well as anappropriate security clear- 
ance, Consequently, any additional limitation 
which would further restrict the distribution 


problem. If we do not show the classification 
of a title, a user could unwittingly commit a 
security violation in requesting the report. 
SECRET titles further complicate the picture 
in that they must be eliminated from TAB be- 
cause no information higher than CONFIDEN- 
TIAL can be included. 
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Selection for micro-card processing is done 
at this point, based on a consideration of com- 
pleteness of the report, current importance, and 
potential reference value. Reports which are 
subject to special limitations are not processed 
for micro-cards since ASTIA would not nor- 
mally supply copies of such reports. 

Since the TAB is the announcement medium 
it is issued as quickly as possible after the 
reports are cataloged. Printed catalog cards 


B. We have dealt briefly with the proc- 
essing of reports into the ASTIA collection and 
the announcement of the existence of these re- 
ports. 

Now we are ready to discuss the questions: 
“Who is eligible to receive ASTIA services?” 
“How is eligibility established?” “What pro- 
cedures are involved in obtaining specific ser- 
vices?” 

All agencies of the Department of Defense 


ASTIA MILITARY REFERENCE REQUEST FORM 


(FOR MILITARY USE ONLY) 


Please Enter Exact Address As You 
Are Established by ASTIA 


Date 
Ordered: 


Your Order Or 
Reference No, 


Ship To, 


zation. 


Signed 


Thereby certify that the ASTIA services requested herein are 
needed in connection with official functions of this organi- 


FOR THE COMMANDER. 


Caulog Copy 
No, Clas, Valid | Type 


THIS BLOCK 
FOR THE USE OF DSC ONLY 


DSC Order No; 


Date Recetved; 


Requester’s Code: 


Via Code: 


PLEASE USE THIS FORM WHEN REQUESTING REPORTS FOR WHICH YOU DO NOT KNOW THE ASTIA (ATI, TIP OR AD) NUMBER, 
Use @ separate page for each report ordered and fill in all lines possible under identifying information. 
Submit in quadruplicate. 


IDENTIFYING INFORMATION 


1. Title 

2. Originating Agency 

3. Author 

4. Report No. 

5. Contract No. against which report originated 
6. Remarks: 

DGC Form 4A 


Submit is quadruplicate to ASTLA, Document Service Center, Knott Bldg. , Dayton 3, Ohio 


Figure 2b 


are provided to users who have indicated their 
desire for this service. The catalog cards 
provide subject headings and, in most cases, 
abstracts of the reports involved. Distribution 
of catalog cards is controlled by subject cate- 
gory as well as security classification, while 
distribution of TAB is controlled by security 
classification and user category (Fig. 1). 


and their contractors are eligible to receive 
ASTIA services. Agencies of the DOD need not 
establish their eligibility. 

Any request from such an agency signed by 
the Commander, or “by direction” or “for the 
Commander” is honored with a minimum of red 
tape. Requests from lower echelons have to be 
screened for a statement of need-to-know. If 
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automatic distribution of catalog cards and/or 
micro-cards is desired, our work is simplified 
if Field-of-Interest Registers are submitted. 

In order to facilitate the handling of military 
requests for reports, we have devised a set of 
forms 4, 4a, and 4b for military use (Fig. 2a, 
2b, 2c). These forms differ from those fur- 
nished non-military users in that there is a 
statement to the effect that the requested ma- 
terial is required in connection with official 


Field-of-Interest Register (FOIR) (Fig. 3) for 
each contract for which they expect to request 
reports and other services and by completing 
an ASTIA Security Register (SR) Fig. 4a, 4b) for 
each different set of attention-line individuals 
listed on the FOIR’s. These forms are routed 
to ASTIA Document Service Center via the 
cognizant military project office in the case of 
the FOIR and viathe cognizant military security 
office in the case of SR. Since instructions for 


ASTIA MILITARY BIBLIOGRAPHY REQUEST FORM 


(FOR MILITARY USE ONLY) 


Please Enter Exact Address As You 
Are Established by ASTIA 
Ship To: 


List brief scope of project to bring out objective as to what is needed. 


ve L] 
ve O 


Submit in duplicate to ASTIA, Document Service Center, ‘Knott Bldg, , Dayton 2, Ohio 


Bibliographies in MICRO-CARD FORM are acceptable 


DSC Fonn 4B 


Date 
Ordered; 


Your Order or 
Reference No: 


Thereby certify that the ASTIA services requested herein are needed 
in connection with official functions of this organization. 


FOR THE COMMANDER: 


Signed 


Specific Information Needed (List Subject Headings, if possible) 


Security Classification 
of Project 


Figure 2c 


business. The requester’s signature on this 
certificate eliminates any requirement for 
checking need-to-know. The corresponding box 
on non-military forms has a place for indicating 
contract or project number. 

Contractors, on the other hand, must es- 
tablish their eligibility to receive ASTIA ser- 
vices, This is done by completing a set of 


completing the FOIR and SR forms appear there- 
on, we will not gointo any detailed discussion of 
how these are processed. I feel it is more im- 
portant to explain the purpose of each form and 
how ASTIA puts it to use. The Security Register 
lists the facility clearance of the user plus the 
security clearance of the personnel who have 
been designated by a responsible official of the 
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user agency to request services from ASTIA 
and sign receipts for any classified information 
involved. The original of the Security Register 
is filed in the DSC Security Office and a copy is 
furnished tothe Service Division for use in con- 
nection with Field-of-Interest Registers for the 
same organization (Fig. 5). The user com- 
pletes the FOIR including his selection of sub- 
ject fields, citation of contract number, and 
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If he wants catalog cards on automatic distri- 
bution, he indicates this in the appropriate box 
and also indicates how many copies of the cata- 
log cards are wanted for each Subject Division. 
In the interest of operating economies we have 
provided a space wherein the user is requested 
to indicate whether he can use microfilm and/ 
or micro-cards. This completes the portion of 
the FOIR filled in by the user. The forms are 


ASTIA FIELD-OF-INTEREST REGISTER 


THIS CARD FOR ASTIA FILE 


0) Contractor of Using Agency Name and Mailig Addrrae 


CONTRACT INFORMATION 


(@) SPECIAL DEFTRUCTIONS 
(Thée Diock to be filled in by the mililary certifying afficiall 


Contract Number 


000-00 


SHIPPING INSTRUCTIONS FOR CLASSIFIED MATERIAL 


ACKACK CORPORATION 


Expration Dae NOV 1995 


ENGINEERING DIVISION 
1127 BRUCE ST. 
BURNSIDE 12, MO, 


Tite 


Requested By MR. SAMUEL SAMSON 


@ Aim. tine name MR. JOHN DOE G3) AST SERVICES REQUESTED 
CHIEF, TECHNICAL LIBRARY ies 
Tule {Indicate Nunaber of Comes) 
Attersate mee MISS SARAH ROE Unclaseified Confidential 
LIBRARIAN a), Eo) 


CATALOG CARDS ON AUTOMATIC DISTRIBUTION 


(7) CONTRACTOR WILL ACCEPT 
MICROFILM 


Send Wlormation Copies of Shipment to: 
A 


Mowe 
Yeo 
co 


EJ 


MICRO-CARD 


. CHICAGO ORDNANCE 
CHICAGO. 2, ILL. 


Yeu 
Tithe 


Date 


CHIEF ENGINEER “*"" 
fignature ig fae 


Indicate In(@)ihe qumber of copon of carde 


deeired on auiomatic distribution, 


[_ S&cUNTTYLOMATIOMS = LDATATIONS 


Note any security Umitaiions pertinent to the Contract] 


Security Clenrance 


Date Emablished 


Date Renewed 


@) Cardeiay.}] 3 


RECORD OF CHANGES 


DSC Porm 18 (June 1984) 


NEED-TO-KNOW CERTIFICATION 
TU Le requested that ASTLA proviée he above contractor (1)with the indicated announcement services(D)and technical reports 


had UDLographine on ine apecition contrsct(@), tn abject Plelda «+ Divisions and Sections (S above; and in the manner Ind- 
coled by the Shipping. wrntrvctions(6). 


Miltary Approval Certufied By: 
8.5. SMILLY 
PROJECT OFFICER, ARMAMENT BRANCH 
"SPRINGBROOK ARSENAL 
aaron, MOHAWK, ARIZONA 
par NOV 8, 1953 ‘Sgralure 


Forward (Ne card and one copy te ASTIA, Document Service Center, Knott Building, Dayton 1, Oni. 


(SEE INSTRUCTIONS ON REVERER BEDE), 


Figure 3 


expiration date of the contract if known. The 
selection of subject fields is based onthe ASTIA 
Distribution Guide which lists all the Subject 
Divisions and Subject Sections, together with 
scope notes explaining what information is 
covered. The user also indicates the number 
of copies of TAB which he wishes to receive. 


then sent to the military office having technical. 
cognizance of the contract. This office should 
enter on the form the expiration date of the 
contract if not already indicated, any specific 
instructions to ASTIA concerning transmission 
of classified material, routing of information 
copies showing action onrequests for classified 
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information, and the category of classified in- 
formation authorized for the contract. The 
contractor’s selection of subject fields perti- 
nent to the contract must be reviewed and non- 
pertinent sections deleted. The necessary 
copies are forwarded to ASTIA after signing 
and these become ASTIA’s authority to serve 
the user. A copy of the FOIR as approved is 
then sent to the user. At the same time the 
new user is furnished a supply of ASTIA order 
forms with instructions as to their use and a 
list of helpful suggestions which, if followed, 
facilitate expeditious handling of his requests. 
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of-Interest Register. In this connection we 
wish to emphasize the importance of noting the 
expiration date of the contract. If the expiration 
date is indicated and is less than one year after 
initial certification or the most recent recer- 
tification, ASTIA will at that time ask for re- 
certification before continuing service against 
that register. It is emphasized that the cogni- 
zant project office is certifying information per- 
taining to the technical requirements of its con- 
tract and does not become involved in certifica- 
tion of facility or personnel clearances. 

Many detailed checks are required in order 


ASTIA SECURITY REGISTER 


@ 


Contractor ar Using Agency Name and Mailing Address 


ACKACK CORPORATION 
ENGINEERING DIVISION 
1127 BRUCE STREET 
BURNSIDE 12, MO. 


@ ann tine: wane MPa John Doe 
tue: Chief, Teshnioal Library 
-Miaa Sarah Roa 


Alternaie: Name 


rue Idbrarian __ 


Requested Oy: —— htt, Samual Sagan... 
Tie —_._ Chief. 


Engineer, --- | gy — 5 —_______ 
Due. 2 Ang dy pnature: a Oe Are 


DO NOT SEND these forme sirectly 10 ABTLA, FORWARD them to your Military Becurity Official for 
certiticauon. 


ORGANIZATION CLEARANCE 


The above contractor i# authorized to receive claeeified security informe- 


Secret 


ene Harry Seith tie, _Sguarity Offioer 
Agency: Midoentral Air Progurement District (WM?) 
adarew; 8008 Carondelet Avenue 


tlon up to and including 


Signature: 


INDIVIDUAL SECURITY CLEARANCE 


The individuals named below are cleared to receive classified @ecurily in- 


Secret 


ember aa wie) 


formation up to and including 


—Yohn. 


wcteared tor Final Secret 
Log Interim Secret 
none: Harry Smith te, Sequrity Officer 
Agency: Midcentra) Air Procurement District (WH?) 
Ader: 8008 Carondelet Avenue — 


Sgomuce: iy San ais ow: 20 August 195, 
— Ss Ss 


| 
‘DEC Fors 63 (May 1854) 


18 cleared for 


GENERAL INFORMATION 
Eligibility for Department of Defense contractors to receive "CLABMEFIED" information from the Armed bervices 
Technical information Agency (ASTIA) is established when the requirements set forth below have been met, 
A Completion of an ASTLA Security Register (BR), submitted through the channele herein reflected for approv- 
a, ond 
s Completion of one or more ASTIA Field-of Interest Registers (FOUR), evbmitied througn channels for ap- 
proval, 
‘The instructions given below apply only tothe SR Form. A separate sel of instructions accompanies (he ASTLA 
Pield-of-inerem Register, 
‘When approved, s contractor's SR certifies to the security clearance of hie faciiiites and of the individualehe has 
dabignated to receive Classified information from ABTIA, General regulations governing the BR are: 
A. An $A wmusl be maintained with ASTIA throughout the time the contractor wishes lo receive classified infor 
mation, 
B. The BR must be re-certified snnvally, 
C. ‘The contractor need submit only one &A to cover all his prime contracts provided the individuals designaied 
to request and receive the classified information are Ihe same (hrowhout, 
INSTRUCTIONS FOR CONTRACTOR 
Complete the OR Forms at least tn triplicate, (Make four copies if you wien to retain one in your files.) Proceed 
‘Af Outlined below following the circled figures which correspond with ihe pertinent sections of theform marked ins like 


sananer. 


® Enter the full name and the complete mailing address 10 which material trom 
ASTLA ia to be directed, (This information should be identical lo that given in 
the wame spaces of the FOIR‘s to which thie OR corresponds, ) 


@® Enter the name of the primary and aliernale persons to whose atlention ASTI. 
materials are (o be directed and who are authorised to order and receipt for 
same. (Persons 60 named musi have individual security clearance of equal or 
higher degree than the highest claseification of materiale tu be requested.) U 
possible, (he same “Attention” names ahould be usedfor ail contracts lor which 
FOLR's are submitted. Enter the name and obtain the signature of the company 

ao) author ping the application for AMTIA services, (The information Usted 


in ehould be identical to that given in the FOUR'@ to which (his 8A Corre- 
») Repeat the names of the primary and alternate persone in () 


@® Mahe no entries in this space, it le for the use of the Military Becurity Orficial, 


@® Ener the name of the primary and alternate persona listed in @) . Make no 
other entries in this space. 


Tranemit three copies of the BK to the Security Office of the military service which has securily cognisance over 
your organusation. DO NOT SEND these forms directly 10 ASTIA. they MUST bear the military indorsement indicsied 
below. Any change in “Primary” sitention line in the case of clearance for Confidential or Secret musi de certified by 
ohe Gecurity Office of the military service having security cognisance. 

1 you have not already one a0, complete the necessary ASTIA Pield-of-Inerest Registers in secordance with ihe 
‘netructions which accompany thai form, 

INSTRUCTIONS FOR MILITARY SECURITY OFFICIAL 

Complete apace which concerns only the facility clearence and ability to safeguard classtied Information of 
the contractor named in (@) . 

Complete epace @ unless you do not know the degree of clearance of the individuals named, tn this case, write 
“no bnowledge” across space (@ and ASTIA will release only unclassified information pending certification of cleared 
personnel. 

Retain one copy of the SR for your files and forward the otheré {two} 10 ABTIA, Documem Service Center, Kaott 


Building, Dayton 2, Ono, Atin: DEC-O. 
ANTIA, Document Bervice Center, Knott Building, Dayton 1, Ohio 


Figure 4a 


At present, ASTIA policy calls for annual 
recertification of the Security Register and the 
Field-of-Interest Register. The cognizant 
military security office is asked to recertify 
the Security Register and the cognizant military 
project office is asked to recertify the Field- 


to make certain that contractors are furnished 
only such information as has been authorized by 
the military. This applies equally to subject 
and security categories of the requested mate- 
rial, which must fall within the limits established 
for the contractor if the material is to be fur- 
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nished. Requested items which do not meet 
these requirements are indicated as invalid and 
the requester is informed of the reason. Items 
requested by catalog number can be processed 
for validity as soon as the request is logged in. 
All other items must be researched to identify 
the report by catalog number or, if it turns out 
the requested item is not among our holdings, 
acquisition action must be initiated. 


When military agencies refer contractor 
requests to ASTIA it is important that the action 


Says “approved,” “forwarded for necessary 
action,” “forwarded as a matter pertaining to 
your office,” or “this office interposes no ob- 
jection, etc.” does not constitute authority for 
ASTIA to furnish the requested material. Con- 
sequestly, the request must go into the standard 
channels for non-military requests and the re- 
quester may not be an established user. In this 
case the request must be returned tothe sender 
with an explanation of how eligibility may be 
established. 

At present all SECRET reports requested 


ASTIA SECURITY REGISTER 


0) Contractor or Using Agency Name and Wailing Address: 
ACKACK CORPORATION 
ENGINEERING DIVISION 


1127 BRUCE STREET 
BURNSIDE 12, MISSOURI 


® ain tine: tame Mats Jon Doe 
te Chief Technisal Library 
venus Misa Sarah Roe 
tue Librarian 0 
Reqvened by: Mr, Samuel Sampson 
Tie _____Ghdef Engineer 

due: TL3O/ Slpsinaiore 


DO NOT SEND theses forms directly 10 ASTLA, FORWARD them to your Miltary Security Official for 
certification, 


Alternate 


ORGANIZATION CLEARANCE 


The above contractor i# aulhorised to receive claasified security informa- 


tion up to and including ____ Gonfidemtiay 


(eonlteetae neath 


vone Harry Guith ss tine; Soqurity Officer _ 
agency, Midoentral Air Procurement District (10HZ) 
address: 8008 Carondelet Avenue 


Signature: Bay vane pe: 16 duguat 295, 


ee | 


INDIVIDUAL SECURITY CLEARANCE 


The individuals named below are cigared lo receive classified security in- 


formation up lo and inciuding 
Cantavaat ein 


is cleared for I inal Secret 
‘ ____ a clearea tor Interim Secret 
vane Harry Smith te) Segurity Officer 
aeecy, Midcentral Air Procurement District (MHZ) 
access; S008 Carondelet Averme- 


bee: 26 August 195, 


Jonn Doe 


‘Signature: 


DEC Form 62 (May 1064) 


Figure 


desired of ASTIA be clearly indicated. For 
example, an indorsement which constitutes a 
military request that certain reports be fur- 
nished the contractor will be processed without 
difficulty; however, an indorsement which simply 


GENERAL INFORMATION 
Eligibility for Department of Defense contractors to receive "CLASMFIED" information from the Armed Services 
Technical lformation Agency (ASTIA) 12 setadlished when the requirements eet forth Below have been met. 
A Compistion of an ASTLA Security Register (6), submitied through the chaangls herein reflected for approv- 
al, and 
5. Completion of one or more ASTIA Fielé-of interest Registers (POLR), submitted througn channels for ag- 
proval. 
‘The instructions given below apply only to the 6R Form. A separate set of instructions accompanies the ASTIA 
Pieid-of-Imerest Register. 
‘When approved, a contractor's BR certifies to the ascerity clearance of hie facilities and of the individuslehe has 
Geaignated to receive classified information [rom ASTLA. General regulations governing the OR are: 
A An ER must be maintained with ABTLIA throughow the time tha contractor wishes io receive classified infor. 
mation, 
B. The OR must be re-certified snnusliy. 
C. ‘The contractor need eubmil only one OR to cover al] his prime contracts provided the individuals deaignated 
to request and receive the classified Infor sation are the seme throughout. 
INSTRUCTIONS FOR CONTRACTOR 
Complete the OR Forms ai ieasi in tripiicate, (Make four copies if you wish to retain one in your files.) Proceed 
as outlined below following the circled figures which correspond withthe pertinent sections of iheform marked in & Jike 
wanrer. 
@ _—_ Enter the ull name and the complete mailing address to which material trom 
ASTIA is to be directed. (This information should be identical to that given in 
the same spaces of the FOIR‘s to which this $R corresponds.) 
@ Enter the name of the pritaary and slernate persons to whose altention ABTLA 
materiale are to be ditecied Gnd who are suthorized to order and raceipt for 
same. {Persons so named must have individual security clearance of equal or 


higher serves than the highest classification of matertala to be requested.) If 
posaibl 
FOL’ 


Game “Aitention™ names ahoulé be usedfor all contracisfor which 
‘ e ribonited. Enter the name and obteinthe signature of the company 
offigual authorizing the applicationtor ABTLA services. (The information listed 
O} should be identical to that given in the FOIR's to which tnia BR corre- 
sponds.) Repest the names of the primary and alternate persona in @ 
|] — Make no entrien tn this space, it ts for the uae of the Military Becurity Official, 


@® Enter tne name of the primary and alternate persons listed in @) . 
other entries In this apace. 


Make no 


Transat (hree copies of the BR to the Security Office of ihe military service which has security cognisance over 
your organisation. DO NOT SEND these formé directly to ARTLA. they MUST bear the military indoreement indicated 
pelow. Any change in “Primary” aitention line in the cuse of clearance for Confidential or ecret must be certified by 
‘he Security Office of the military service having security cognisance. 

U you have not already done ac, complete the necessary ASTLA Fleld-of -Intereat Registers in accordance with the 
constructions which secompany thal form, 

INSTRUCTIONS FOR MILITARY SECURITY OFFICIAL 

Complete space 0} which concerne only the facility clearance and ability to safeguard clasetied informalion of 
the contractor named in © - 

Compiete space @) uniess you do not know the degree of clearance of the individuals named. tn this case, write 
"ne Knowledge" across apace O} and ASTLA will release only unciaseliled information pending certification of cleared 
pertonnel, 

Retain one copy of the OR for your files and forward the others (iwo) to APTLA, Document Service Center, Knott 


‘Building, Dayion #, Ohso, Atin: DSC-O. 
ASTLA, Document Bervice Center, Knott Building. Osyton 8, One 


4b 


by non-military users are validated in the 
normal way by ASTIA and forwarded to the re- 
quester via the military office which certified 
the Field-of-Interest Register. This is the 
result of a recently imposed requirement that 
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SECRET material furnished non-military users 
be specifically evaluated by the cognizant mili- 
tary office in relation to the official needs of 
the requester. 

Animportant aspect of the ASTIA mission is 
the reference service. Report Bibliographies 
probably constitute the most popular form in 
which this service is rendered. Many users 
who have micro-card readers are furnished ATI 
subject files in the form of micro-bibliogra- 
phies. The TIP subject file also is available in 
this form, ASTIA has considered the feasibility 
of providing subject coverage of the AD collec- 
tion by means of micro-bibliographies but for 
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Properly cleared personnel of contractors’ 
plants as well as agencies of the DOD are pro- 
vided the assistance of qualified reference 
personnel for detailed review of material 
available from ASTIA. This personal service 
is available at the Regional Offices as well as 
the ASTIA Reference Center and the Document 
Service Center. Facilities for such work are 
somewhat limited at the regional offices but 
are virtually unlimited at the operating centers. 
Aware of the limitations on service in the 
Regional Offices as well as the problems of 
accessibility of the Regional Offices, ASTIA 
management is carefully analysing all available 
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Figure 5 


the present is not prepared to undertake the 
workload involved, As the use of micro-cards 
gains more complete acceptance the workload 
will be justified. When this comes about the 
Title Announcement Bulletin and the catalog 
card service will have to be carefully evaluated 
to assure maximum return to the DOD on the 
funds invested in ASTIA. In the meantime, up- 
to-date subject coverage of the AD collection 
must be attained by maintaining AD subject 
files locally or by relying on the report biblio- 
graphy service. 


or potential means by which such service can 
be enhanced. Micro-carding of the AD subject 
files on a current basis constitutes one of the 
possibilities. Another is the micro-carding of 
a higher percentage of reports being processed 
into the collection. As to accessibility of the 
Regional Offices, this too is a matter of much 
consideration and itis anticipated that additional 
facilities will be established on the basis of need. 

In discussing the value of ASTIA services 
with various users one aspect is invariably 
emphasized, and that is: the use of information 
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obtained from ASTIA to keep abreast of the 
“state of the art.” Such use can pay dividends 
from the inception of a project to the termina- 
tion of the contract. One may well say “This is 
obvious;” however, the thought is too seldom 
expressed inthis way and we wish to emphasize 
the value of this approach to our service. 
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C. In an organization such as ASTIA, Secu- 
rity is of the utmost importance. The security 
problems fall into all phases of Security as 
practiced by the Department of Defense. Our 
security problems are many and complex. In 


the security program as a whole there are two 
major categories, i.e., Physical Security and 
Operational Security. Obviously Physical 
Security has to do with access to our building 
and, to a certain extent, security clearance and 
indoctrination of our personnel. On the other 
hand, Operational Security becomes intimately 
involved in every procedure and operation. It 
begins with the receiving of incoming reports 
and must be considered throughout all the 
phases of processing those reports into the 
collection. It is inextricably involved in the 
procedures used for establishing the eligibility 
of non-military users to access to the classi- 
fied information in ASTIA’s custody; in the 
distribution of classified Title Announcement 
Bulletins, Catalog Cards and Micro-cards; in 
the validation of requests for classified reports; 
and in admitting personnel for reference work 
or for any other reason. The security problems 
involved in the transmittal of comparatively 
large numbers of classified reports were such 
that ASTIA was authorized the use of a special 
receipt form (Fig. 6). 

In order to facilitate the visits of authorized 
personnel to DSC we implemented a Continuing 
Clearance Program which has gained wide ac- 
ceptance particularly with contractors, since 
their personnel are not covered by travel orders 
as is the case with military agencies. 


III. Workload and Performance 


To avoid the boredom of endless statistics, 
let me state that Items Requested in each fiscal 
year is a reasonably acceptable index of our 
workloadand that Items Completed is an equally 
acceptable index of the degree to which we have 
been doing our job. DSC Service Statistics 
(Fig. 7) shows Items Requested and ItemsCom- 
pleted in the form of a bar chart for fiscal 
years 1951 through 1955. DSC Reproduction of 
Requested Items (Fig. 8) depicts the trend in 
the reproduction aspects of servicing requests. 
As far as service is concerned, an accurate 
forecast of the number of items that will be 
requested in a given period is only part of the 
story. We must be able to predict at least 
percentagewise how many will have to be re- 
produced. In fiscal year 1953 we initiated a 
policy of asking for the return of reports fur- 
nished to our users, As the chart shows, this 
may well be an important factor in reducing the 
percentage of items that have to be reproduced. 
Figure 9, DSC Document Processing, reflects 
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the input side of the ASTIA operation. 
During fiscal years 1952 and 1953 a 


number of rather large collections of mwa "DSC SERVICE STATISTICS. 
reports were accepted for cataloging. 280000 | -—i—7- 
This resulted in rather costly identifi- prover) (mw eal Eee =e Ep 

cation and cataloging of a large number = 
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year 1954 we adopted the policy that 
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this in mind it is interesting to note that | 

the cataloging of new reports seems to coca) 0 Ol I TG BG (al Ua Gy VE 
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new titles per year. 

Procedures throughout our opera- 
tions have been under very close scru- wa000 -— +++ iH 
tiny for the past two years with the re- 
sult that we now feel that only marginal 
improvements can be made in produc- | 
tivity. #3000 = 4} 

In view of the steadily increasing | : 
workload, the possibility of only mar- 
ginal improvements yet to be realized se elcldbah chal 
in productivity, and only the faintest of sop00 }-—+—|_—}_}__} | 
hopes that additional manpower alloca- || 
tions will be authorized, ASTIA has con- 
ducted an intensive and extensive survey men 
of the potentials of electronic computers iaike 
and related equipment for use in its 
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the field of documentation is to support ABUSE OF 


more effectively the research and de- 
velopment program by providing requested (a) Geographical separation of major oper- 
material on a more timely basis. ating components. 

In conclusion, may I quote again from the 
report of the Manpower and Management Survey: 


“The function of ASTIA is well-suited to 
a simple production line or assembly line 
type of operation with the major protion 
of the work adaptable to machine opera- 
tions. This operation is severely com- 
plicated by: 


(b) The need for security. 


(c) The requirements for establishing “need- 
to-know” prior to issuing documents. 


(d) Lack of standardization in quality, quantity, 
and method of receipt of incoming docu- 
ments for the collection. 


(e) Lack of standardization in requests for 


(f) 
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Various methods of reproduction of docu- 
ments required, caused by individual ac- 
quisition state of the documents.” 


As to (a) geographical separation, ASTIA is 
actively planning for consolidation; (b) the need 
for security is everpresent; (c) the require- 
ments for establishing “need-to-know” prior to 
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issuing documents can be greatly diminished 


through mechanization; and (d) lack of stand- 


ardization in quality, quantity, and method of 
receipt of incoming documents for the collec- 
tion, (e) lack of standardization in requests for 
service, (f) various methods of reproduction 
required, caused by individual acquisition state 
of the documents, are subject to control of 
agencies of the Department of Defense. Items 
(d) and (f) are directly related and, even if 
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Army, Navy, and Air Force decide to do some- 
thing about the problem, the effects of stand- 
ardization in this area will be very much re- 
tarded in their impact on ASTIA’s workload 
because of the size of the existing collection as 
compared to the present rate of growth. Item 
(e) is, to a large degree, susceptible to stand- 
ardization by ASTIA. The forms currently in 
use are examples of such standardization. 
Further standardization of forms is now in the 
planning stage based on refinements recently 


developed in the internal request processing 
operation. Preliminary evaluation of the plans 
shows possibilities which make us very opti- 
mistic for the future. 

But this is only the beginning; we are well 
aware of the need for further exploration in the 
field of subject cataloging and reference work. 
Much emphasis has been placed on the need for 
more effective storage and retrieval of infor- 
mation. ASTIA has a positive requirement for 
the most effective system which can be devised. 


